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UNIT 1

. LOOKING FOR A JOB
(FRIH)

REIABEBEIRF I REERTEWFRA, KETHAA
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NMNABRARBEN AN I LT EREB) & REIMAME HF
REE#,.EEREXERE R,

[ 1.1 Talking About Jobs (%% L ) |

AEINBERARBCEMN IR OB I EHE
WER , RENERZuTERECHE AR . SFMENFEAL
ITHHN2,

A. You're going to hear 3 people talking about their jobs. While you're

listening, note down:

1. What is the speaker’'s job?
2. Where does he or she work?
3. What are his or her comments about the job?

When you finish, check your notes with other students. Listen to the con-
versation again and locate the expressions and phrases they use in deserib-
ing their jobs, expressing likes and dislikes, and those that are used to
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show their wishes.

B.  The phrases below are also used to express the above functions.

Practice reading them aloud. Pay attention to your intonation.

I(don’t) like dictating letters . ;
I’m very much interested in going on overseas business trips .
I hate the idea of working overtime.
Do you like working overseas? Yes, I do.
No, I don't.

C. Work in pairs. If you're working, tell your partner something about
your job and whether you like it or not, If you're still studying, discuss
your 'ideal’ future job. You should observe the examples in A and try to

use the phrases you've just learned.

D.  Errors in judgment can prevent even the finest candidate from find-
ing the job she or he wants. These simple rules can help you avoid such

mistakes.

1. Touch all of the following bases to increase your chances
of getting the job and the salary you want: (1) apply to
companies; (2) ask your friends and relatives about jobs;
(3) answer newspaper ads; (4) apply at private employ-
ment agencies, the state employment service, and the

school placement office; (5) take civil service tests.
2. Make sure you aren’t pursuing conflicting goals. For ex-
ample, you may be unrealistic if you're unwilling to relo-

cate, thereby narrowing you prospects, yet want-a high
-




salary. Don’t expect miracles. Expect to do about as well
as others have. Establish a priority for your goals. If get-
ting a job quickly is essential, then realize that your needs
probably rule out getting a high salary. Review your goals
periodically. If what seemed a realistic goal at the start

appears unattainable 12 weeks later, change your goal .

3. Even if you aren’t sure you want a certain job, getting an
offer may make you more attractive to a company you know
you want to work for. The job you're interviewing for may
not appeal to you so much now but could prove to be your
most appealing alternative later. Interviews enable you to
see how good you are making people want you. I you get
an offer, you’ll know you’ve mastered the technique that
can get you other offers. Getting a job offer can build you
up psychologically. This boost may be just what you need
to succeed in your next interview, for a job you want

more .

4. Don’t continue to send out a résumé or an applicatidn let-
ter that has gotten no results. Don’t keep pursuing a posi-
tion if it obviously isn’t attainable. If you discover that
you aren’t as marketable as you assumed you would be,

revise you résumé and your goals.

1.2 Understanding A Job Description -
(CEMER &)

A - FEHULERABAMETHR -LEALABNER &
3
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ABEBH EHNEE,

A. Rather frequently, a company needs to recruit new staff . This
is usually the work of the Personnel Department. The normal proce-
dure starts from the Department putting an advertisement in the newspaper
or magazine, or going to job centers to have direct meetings with candi-
dates . Imagine you are a university graduate, and you are looking through
advertisements in public media, such as newspaper and business maga-
zines, etc., in order to find a job. What kind of information would you
find in those advertisements? What tone is used in the language? Discuss
with your partner quickly and jot down your ideas. Then compare your re-

sults with a neighboring pair.

B. You're going to read some job ads appeared in English newspapers.
Read them and find out the information they include and the way the

needs of the companies are expressed.

JOBS VACANT

Are you efficient?

reliable?

smart ?

intelligent?
Do you have a good telephone manner? Can you type and
work an internal switchboard?
Our hard working, energetic Sales Manager is looking for
a lively secretary/PA with initiative.
Good starting salary. 3 week holiday. Write with full de-




tails to: Linda Williams, Personnel Officer, James Ltd.
120 Grove Road, Laytonstone, London E13 SBH

BI-LINGUAL SALES ORIENTED

EXECUTIVE - an exceptional challenge for a young
(mid-30s) bi-lingual ( English/Italian) executive in the
American subsidiary of a multi-national company manu-
facturing pharmaceutical products. If you have an impres-
sive record in sales and possess management abilities,

write immediately for an application form. P.0.B #368.

TOUR DIRECTOR
SUNNYWAY TOURS

Sunnyway Tours, one of the leading tour operators, is
locking for tour directors to accompany European motor-
coach tours for May—October season. Applicants should
have a good academic background with a sound historical
and geographical knowledge of the major tourist resorts in
Spain, France, Italy, Greece, Germany, and Switzer-
land . Must be well-presented, pleasant and fluent in at
least two European languages. If interested, please con-
tact Ms Hanson on 071-3866758 for details.

Does the information in the ads share any similarities with what you have

just found out in A.?

C.  One part of a personnel officer's work is to draft advertisements to
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recruit new workers for the company. The following is a memo left for an
assistant by a Persormel Manager before he went for a meeting this moming.
He would like the assistant to see to an ad in order to find a new inter-
preter for the President. Since he’s a very careful man, he has given all
the details about the post in the memo. Suppose you are his assistant,
read the memo and draft the ad. Due to the fact that spaces in newspapers

are quite expensive, your ad shouldn’t be very long.
MEMORANDUM

FROM: Department Man- TO: Staff development officer
ager officer

DATE: Oct. 15 . SUB]ECT: j New recruitment

We need someone to fill the post as the President’s inter-
preter, who is responsible for offering interpretation support for
all the conference chanées, routine office work, and liaisoning
with associated overseas organizations. She or he should be a
university gréduate, whereas the ability to speak other European
language (s) would be a great advantage. Excellent oral , written
and translation skills, very good interpersonal and communica-
tion skills are all required. The successful candidate should al-
so have 1 — 2 years relevant working experience and the right
knowledge in PC software. Please arrange that this post is ad-
vertised by Oct. 25 and the recruitment completed Nov. 15.

D.  Now that you have finished the draft, show it to your partner or an-




other student for his or her opinions. Does it cover all the necessary de-
tails? Does it sound enthusiastic and promising to the potential candi-

dates? Are there any grammatical errors?

| 1.3 Applying For A Job (X R) ]

_EEETHEES S RRERATRALRNTE, BAE
MEFERBERBES, A4 FENEIAABHHE LB AR
BB NE, BEN BT RBEEHHNER FERELFH
LB |

A.  After skimming through the jobs advertised in newspaper or maga-
zines , it becomes more likely that job-hunters get interested in some jobs
they think they are qualified for. The next step followed involves the
preparation of an applicant’s persoiml information, better known as CV
(Curriculum Vitae) or résumé, and a letter of application. Work in pairs
to find out what information is usually required in a CV or a résumé. Then
work out your own CV or résumé. When you finish, exchange it with your

partner and proofread each other’s CV. Finally, give it to your teacher to
be checked.

B. A personnel officer gets the first information about the candidates
for the vacancy through résumés/CV (curriculum vitae) —general intro-
ductions of the candidates’ names, education/qualifications and past ex-
periences. Then what should a good résumé look like? Read the résumé
corresponding to the ad in the pfevious section and answer the questions
afterwards. »

CURRICULUM VITAE




Surname: Black

First names: Mitchell Sarah
Address: 32 Archwood Drive, Hamstead, London W6C

8HT
Tel: (071) 8545249

Date of Birth: 14th July,1969

Marital status: single
Children: none

Education and qualification

Sept. 85 - April 88

July 88 - Oct. 88

Experience
Nov. 88 - Jan. 89

Mar, 88 - Apr. 93

Grammar School, Headingley,
Leeds

9 O level GCEs

Buckingham Academy, Not-
tingham

speedwriting 130 wpm; typing
35 wpm,

My speedwriting is now poor
but my typing speed is 70 - 80
wpm,

Leeds University. Temporary
receptionist. Reason for leav-
ing: full-time receptionist re-
turned.

Graham Talbut Ltd. Bradford.
Started as a junior typist. After



one year became secretary to
branch manager. Left to go to
London for personal reasons.
Jul. 93 - the present  Secretarial work at Johnston
: Solicitors & Co. London

1.What are the person’s name, sex, age and marital status?

2.What is her present and permanent address?

3.What education and how many years of schooling did she re-
ceive?

4 .What are her previous working experiences and which one fits
most closely to the requirement illustrated in the ad?

5.Do you think she is appropriate for the job? Why?

C. Once more, imagine that you and your partner both work in the Per-
sonnel Department. You are going to choose some better candidates for
the final interview. Among the three candidates whose résumés are put
below, you will choose two. Look them through carefully and discuss with

your partner which two to choose. State your reasons.
RESUME
Name: Roger Chen
Address:304, Building 15, Nanhua Li, Hexi District, Tianjin

Telephone: 022 - 28631924
Date of Birth: Nov. 7, 1972




